
HCA 03-138 (08/21)

Work Schedule/Shift Change Notice

Last name First name Middle name or initial

Personnel number Position title Division Unit

Holiday conversion to 5/8 schedule? Position overtime eligible Work week

 Yes   No  Yes   No 

New Work Schedule Rule (Required, see page 2) Schedule start date (current or future pay cycle)

 No schedule match, this is best fit*

First date off — if a change to a two week 9/80 schedule Telework (If Yes, Telework Schedule Code is required, see page 2)

 Yes   No  Telework Schedule Code:  

Please Note:
• Changes with a schedule start date prior to the current pay cycle will be entered with a date in the current pay cycle.
• Work schedule rules cannot be changed if there are future leave entries posted in MyPortal on/after the schedule start 

date. If there is future leave in MyPortal, it will need to be deleted before the new work schedule rule can be keyed. If not 
deleted prior to submitting the work schedule, processing will be delayed.

Old schedule/shift Sunday  Monday  Tuesday Wednesday Thursday Friday  Saturday

Week 1  

Week 2 (9/80 only) 

New schedule/shift Sunday  Monday  Tuesday Wednesday Thursday Friday  Saturday

Week 1  

Week 2 (9/80 only) 

Program needs for schedule/shift change/reason for change (not required if new schedule was mutually agreed to)

Check all that apply.

 Supervisor’s Notice to Employee  Employee’s Request to Supervisor Mutually Agreed Change 

 Permanent Change   Temporary Change   For Training Purposes  Yes  No

exclamation-triangle If this Work Schedule/Shift Change Notice affects your telework agreement in any way, you must submit a new 
HCA Telework Agreement.

Employee signature Date Supervisor signature Date
Comments

Send the signed copy (employee and supervisor signatures) to Human Resources at HRMB@hca.wa.gov

* Best fit: If the work schedule is not listed on page 2, choose the ‘best fit’ – a schedule must be identified.  If a “best fit” is chosen, a work 
schedule substitution reflecting the actual work schedule will be required.

Employee lunch break
Start End

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.hca.wa.gov%2Fsites%2Fdefault%2Ffiles%2F30-613-telework-agreement.pdf&data=04%7C01%7Cjeff.woodley%40hca.wa.gov%7C522636ee48514d85109708d964d1c04f%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C637651674304177355%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=3XLnp0VP3GD%2BvUVdjGKTYoFL4QGiZTdD%2BPqyNSWPwbU%3D&reserved=0
http://HRMB@hca.wa.gov

		2022-08-16T16:18:26-0700
	Martinez, Micaela (HCA)


		2022-08-16T16:44:34-0700
	Shayder, Laura (HCA)
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